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Overview 

A designated Primary Contact for an Entity will act in an administrative and operational role for that Entity. The 
Primary Contact must ensure that their Entity is certified with Covered California in order to gain access to the 
portal. The Entity Portal also combines all of the consumers delegated to the Counselors attached to the Entity 
into one large Active Consumer list and allows for subsite locations to be managed for all Partners. 
 
What you need to know 

Primary Contacts will log into their CalHEERS account and see an Entity Portal landing page, shown below.  
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Entity Dashboard Navigation 
 
The navigation bar at the top of the portal has three menu columns: 
 

1) Certified Enrollment Counselors- Where Primary Contacts can go to manage the counselors within 
their Entity 

2) Delegations – Where Primary Contacts can go to manage their counselor delegations 
3) Account – Where Primary Contacts can go to manage their Entity Account 

 
Primary Contacts can also visit the “My Security Profile” link in the upper right hand corner to update their 
password, email address, etc. 
 

The left of the dashboard has a search function, intended to assist Primary 
Contacts with searching for specific Counselors within their Entity Roster. 
 
They are able to search by: 
 

• First and Last Name 

• Status 

• Certification Status 

• Renewal Date 
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The Entity Dashboard also has a roster of all counselors, new and old, displayed for the Primary Contact. It is 
important to note that all Counselors will display here, regardless of status. This includes Counselors that have 
been Decertified, are Inactive, or who are still Pending certification. 
 

 
The columns listed in the roster are: 

• Name 

• Number of Clients – Total number of consumer cases delegated to the counselor 

• Certification Renewal for Enrollment Counselor – Date of last certification 

• Status – Active or Inactive, managed by the Primary Contact via the Entity Portal 

• Certification Status – Status of the Counselor’s current certification with Covered California 

• Action Wheel – Allows the Primary Contact to edit the status of a Counselor by selecting "Edit" from 
the drop-down 

 
 
 
Delegations Tab 
 
Pending Delegations 
 
The Primary Contact can select “Pending Delegations” link to accept or decline pending delegations on behalf 
of counselors within their Entity.  
If they select “Decline”, the counselor will not have access to the consumer’s case and the delegation will not 
transfer to another counselor within the Entity. 
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Active Consumer List 
 
 
 
The Active Consumer list contains a comprehensive list of all consumers delegated to a Counselor within the 
Entity. The list contains: 

• Consumer Name 

• Active Since 

• Enrollment Counselor Name 

• Enrollment Status 

• Current Status 

• Action Wheel – Where the Primary Contact can mark the consumer delegation “Inactive” and view 
consumer details. 

 
 
The Primary Contact can also utilize the search function on the left to locate a specific consumer by: 

• Name 

• Enrollment Status 

• Current Status 

• Active Date 
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Inactive Delegations 
 
The Inactive Consumers page will display any consumer delegation that has been marked inactive for any 
Counselor within the Entity. 
It will display: 

• Consumer Name 

• Inactive Since Date 

• Enrollment Counselor Name 
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Account Tab  
 
 
Entity Information 
The information on the Entity Information page displays what was entered by the Certification Services Team 
at Covered California for the Entity during onboarding.  
 

NOTE: Any changes of information made to this 

section must be made by submitting a change 

request through the Portal or by emailing 

CommunityPartnerCertSupport@covered.ca.gov. 

Use of this “EDIT” button may lead to entity 

deactivation and/or permanent loss of consumer 

delegations (“book of business”). 

mailto:CommunityPartnerCertSupport@covered.ca.gov
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Population Served 
The Population Served page displays the Languages, Ethnicities, and Industries serviced by the Entity. It shows 
a total of all Counselors within the Entity that speak a certain language, the percentage that services a certain 
ethnic group, and the percentage of counselors that are within a certain industry. 

 
 
 
 
 
 
 
 
Location and Hours 

NOTE: Any changes of information made 

to this section must be made by 

submitting a change request through the 

Portal or by emailing 

CommunityPartnerCertSupport@covered.

ca.gov. Use of this “EDIT” button may 

lead to entity deactivation and/or 

permanent loss of consumer delegations 

(“book of business”). 

mailto:CommunityPartnerCertSupport@covered.ca.gov
mailto:CommunityPartnerCertSupport@covered.ca.gov
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The Location and Hours page is where the Entity can add new subsites for their organization. This is important 
because Counselors must be assigned to a site located in this section and it overwrites the address location 
entered at the counselor level on their profile page. 
Entities can also edit and modify hours of operation for all sites on this page. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTE: Any changes of information made to this 

section must be made by submitting a change 

request through the Portal or by emailing 

CommunityPartnerCertSupport@covered.ca.gov. 

Use of this “EDIT” button may lead to entity 

deactivation and/or permanent loss of consumer 

delegations (“book of business”). 

mailto:CommunityPartnerCertSupport@covered.ca.gov
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Contact Information 
 
The Contact Information page lists the contact information for the Entity. It will list the Primary Contact and 
the Financial Contact for the Entity.  
Note: Although CalHEERS uses the term "Financial Contact," the individual entered here will be the Authorized 
Contact for the entity as shown in the Portal. 

 
 
Certified Enrollment Counselors 
 
 
The Certified 
Enrollment 
Counselor page 
displays a list of 
counselors within 
the Entity and their 
Primary Site 
Location. There is 
also an option to 
select the “Action 
Wheel” and edit a 
counselor from this 
page. The Primary 
Contact can also click 
the name of the 
Counselor to view their 
Counselor information. 

NOTE: Any changes of information made to this 

section must be made by submitting a change 

request through the Portal or by emailing 

CommunityPartnerCertSupport@covered.ca.gov. 

Use of this “EDIT” button may lead to entity 

deactivation and/or permanent loss of consumer 

delegations (“book of business”). 

mailto:CommunityPartnerCertSupport@covered.ca.gov
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Document Upload 
 
The document upload page is available for Entities to upload documents requested by Covered California. 
Note: Currently this function is not used and all Primary Contacts should follow normal procedures for 
submitting documents to Covered California. 
 

Registration Status 
 
The Registration Status page displays: 

• Entity Number (Assigned by the Covered California Certification Services Team) 

• Status 

• Registration Renewal Date 
The page also displays a Registration History section that displays a list of all registration changes that have 
happened for the Entity since its CalHEERS creation. 

 
 
 
 
 
 
 
 
 
 

 
 

 


